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1  Module: Incident Report  

The Incident Report consolidates critical information about an incident and 

tracks ongoing updates and additional information about an incident as it 

becomes available. This form provides the basis for many of the response 
elements found in other system form s.  

Upon compl etion of this module, participants will be able to create and update 

Incident Reports, identify and explain key report elements and apply common 
functions in creating an Incident Report.  

Note: All person names and corresponding titles used in this document  are 

fictitious. The names and titles are being used for the sole purpose of 

illustrating the systems' features and functionalities in an instructional 
environment.  

1.1  About the Incident Report  

Incident Reports are used to report and maintain information on important 

occurrences within your juris diction. Incidents recorded on this system  can 

range in significance from a terrorist attack to a tree down in the street.  The 

Incident  Report form consolidates critical information associated with an 

incident and tracks ongoing updates about an incident as they become 

available. This form provides the basis for many of the response elements 

that are pervasive in other system  forms.  In this module, we will work with 

the data fields contained in an Incident Report. Not all agencies and 

jurisdictions use all the data fields. This is determined by your agency  

management or command structure. Managers and command staff will be 

able to make the be st use of these forms if they are filled out with as much 

information as possible. However, the form allows you to enter only minimal 

information initially , in order to get data into the system quickly. Additional 

fields can then be filled in as the incide nt unfolds and more information 

becomes available. The information needs of an incident are based on your 

organizationôs requirements. Your organization may have specific rules 

regarding the source, format or use of specific information or may choose not 

to use certain information fields.  

I C O N  K E Y  

1  Valuable information 

! Test your knowledge 

:  Keyboard exercise 

&  Review 

Learning 

Objectives  
 
After completing 
this module, you 
will be able to:  
 
¶ Create and       

update an Incident 
Report  Form . 
 
¶ Explain key 

report elements . 
 

¶ Use common   
functions . 
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1.2  What is an òIncidentó 

In contrast to an event (earthquake, hurricane, tornado ) , an incident is an 

occurrence which requires an emergency response to protect life or property. 

Incidents can include: floods, accidents, publ ic health and medical 

emergencies, hazardous material spills and trees and wires down.  

1.3  What is an òEventó 

Events are major occurrences that often spawn incidents, though incidents 

also occur independently of events . Incidents caused by an event can be 
easi ly grouped and sorted under the event.  

There are two types of events: Emergency and Planned.  

¶ Emergency Events include earthquakes, hurricanes and tornadoes. In 

the system , various forms such as Resource Requests and Incident 

Reports are associated to eve nts. The proper association is important 

because the information is categorized to support the incident 

management process and concurrently the FEMA reimbursement 

process.  

 

¶ Planned Events are comprised of multiple planned activities. Examples 

are the Supe r Bowl, presidential inauguration, World Cup Athletic 

tournaments, and the Olympics. These events embody a number of 

planned activities such as various venue parties, news conferences, 
practice sessions and geographically dispersed surveillance.  
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2  General Overview of Incident Reports  

This section of the module provides an overview of an Incident Reportôs key 

highlights. You will become familiar with the layout of the Incident Report 

form and understand the type of info rmation that it can contain.  

2.1  Viewing E xisting Incident Reports  

In the Module: Common Functions , you became familiar with how to login to 

the Incident Management System. After going through the login process, and 

reviewing your Personal Profile, Duties Checklist and Alert Bulletins, you will 

be presented with the  main screen  showing your default view  in the center 
view frame , as shown in Figure 1.  

 

Figure 1  All Report s Summary Screen  

 

1  Incident 

Report:  
Designed to 
provide 
critical 
information 
within the 

EOC, 
operating 
units, and 
support 
agencies.  

 

Click icon 
to expand 
view  
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In the example here, the default shows All Reports By 

Event/Incident/Activity . Existing Incident Reports are presented to you  

alphabetically when you expand the Event/Incident/ Activity  section in the 
report summary screen , as shown in Figure 2.  

 

Fi gure 2  All Reports B y Event/Incident /Activity (Expanded)  

Emergency 
Event  

Incidents  
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2.1.1  Loca ting an Incident Report  

Select Incident  from the Report  navigation drop down menu as shown in 

Figure 3. 

 
 

Figure 3  Report Navigation  Drop Down Menu  

 

This action displays the Incident Report  summary screen which can be 

sorted by selecting a display order from the View by  drop down menu as 

shown in Figure 4. 

 

Figure 4  I ncident Report View b y Drop Down Menu  
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2.2  Viewing an Existing Incident Report  

The default Incident summary screen is sorted by Status . 

To View  an existing Incident Report , click the Incidentôs Name  link as shown 

in Figure 5. In this  case, the underlined Name  link is the Incident N ame .  

 

 
Figure 5  Incident Name  Link  

 

Incident 
Name  link  
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This opens the report in a new window and brings you to the Basic Info  tab 

on the Incident Report  as shown in Figure 6. 

. 

 

Figure 6  Incident Report -  Basic Info Tab  

 

The Basic Info  tab contains the Critical Information  fields pertaining to the 

incident as well as the Situation Summary . As the name implies, these 

fields provide the most impo rtant information relating to the incident, such as 

type, location, time, lead responding agency and related event . The Basic 

Info , Additional Info ,  Notification  and Attachments  tab s will be detailed 

in this module when we create and update Incident Report s. The  Geo-

Location, Overlays, Distribution & Sharing and Related Reports tabs  are 

covered in the Module: Common Functions . The Incident Command  tab is 

covered in Section 5 of this module . 

1  The Basic 

Info tab 
contains the 
Critical 
Information 

fields and the 
Situation 
Summary.  
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2.2.1  Related Event Link  

Click the Related Event  link to expand and view any Event Report associated 

with this incident, as shown in  Figure 7.  

 

Figure 7  Related Event  Link  

 

The related event report opens in a new window as shown in Figure 8. 

 
Figure 8  Related Event Report  



N C 4  T R A I N I N G    I N C I D E N T  R E P O R T  

 

 

 

14  

COPYRIGHT © 2008 NC4 

 

 

2.2.2  Situation Summary  

The Basic Info tab also contains the Situation Summary  section . These 

Situation Summary updates provide a timeline of events associated with  the 

incident (see Figure 6). To add a situation summary entry, click the Add New 

Situation Summary  link  in the Situation Summary  section. This opens a 

Situation Summary window, as shown in Figure 9. 

 

 

Figure 9  Add New Situation Summary  form  

 

Click the  button to save the Situation Summary.  

1 Multiple 

simultaneous 
users can 
access the 
situation  

summary, 
but only one 
user can use 
the update  
button to 
update  the 
entire form 

at the same 
time.  

Add New Situation 
Summary Name  link  
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3  Letõs Get Familiar with an Incident Report  

In this section of the module, you will follow a step -by -step walk through  of 

creating an Inci dent Report. You will become familiar with the details of the  

Incident Report form and gain practical experience with the type of 

information that an Incident Report can contain.  

: All class participants should log on to the NC4 Application and follow alo ng 

step -by -step with the workbook.  

3.1  Creating Incident Reports  

To create a new Incident Report, perform the following steps:  

1 Select Incident  from the Report navigation drop down menu.  

2 Click the  button on the summary screen to open an  

Incident Report  in a n ew window, as shown in Figure 10 . 

 
 

Figure 10  New Incident Report  

1  *Red 

Label  
indicates a 

required 
field.  
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3.2  Incident Report Tabs ð Basic Info  

3.2.1  Basic Info - Critical Information  

The Basic Info  tab contains Critical Information  fields, including the 

Incident Reportôs required fields noted by a red asterisk  ( * ), as shown in 

Figure 10 . As the name implies, these fields provide the most important 

information relating to the incident, such as status, type, loc ation, time and 

lead responding agency.  

 
3 . 2 . 1 . 1 . I N C I D E N T  T Y P E  

Select from the choices under the Incident Type  drop down menu shown in  

Figure 11  such as ñAirplane Crash,ò ñEarthquake,ò ñFire,ò ñFlood,ò ñTerrorist 

Incident,ò etc orñNot Yet Designated .ò  

 
 

Figure 11  Incident Type Drop Down Menu  

 

 

1  Incident 

Report Tabs  

¶ Basic Info  

¶ Additional 
Info  

¶ Notification  

¶ Geo Location  

¶ Attach ments 
& Overlays  

¶ Distribution 
& Sharing  

¶ Related 
Reports  
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Alternately , you can click  the Search/Add  link to open the Incident Type  

window, as shown in Figure 12 . 

 

Her e you can select an appropriate type by keying a word in to  the Search  

field.  Click the Select button to populate the Incident Type  field with your 

selection  or create an  incident type by keying the information in the Other  

field and clicking the Add  button .  If you do not use the Add  function, click 
the Cancel  button to exit this screen.  

 
 

Figure 12  Adding an Incident Type  

 
3 . 2 . 1 . 2 . L O C A T I O N  N A M E  

In the Location Name field, shown in  Figure 13 , key in the location  of the 

incident . 

 

 

Figure 13  Incident Location Name Field  
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3 . 2 . 1 . 3 . I N C I D E N T  N A M E  

The Incident Name  field shown in Figure 14  auto populates based on the 

location name and incident type or  you can key in a short, concise description 

of the incident, such as ñBonita Artisan Park Evacuation .ò  

 

 

Figure 14  Incident Name Field  

3 . 2 . 1 . 4 . I N C I D E N T  S T A T U S  

Select from the choices under the Incident Status  drop down menu, such as 

ñBlack ï Major Assistance Requiredò or ñGreen ï Resolvedò, as shown in 

Figure 15 . These status  levels correspond to the color coding system seen in 

the Incidents list in the center view frame . 

 

Figure 15  Incident S tatus Drop Down Menu  

 

3 . 2 . 1 . 5 . I N C I D E N T  P R O G N O S I S   

Select from the choices under the Incident Prognosis  drop down menu, 

such as ñRed ï Worseningò or ñGreen ï Improving.ò  

 

Figure 16  Incident Prognosis Drop Down Menu  
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3 . 2 . 1 . 6 . D A T E  &  T I M E  

If the dat e that has been populated in the Date & Time  field is appropriate, 

continue. If the date needs to be changed , click the Set  link to open the Date 

and Time  dialog box, as shown in Figure 17 . 

 

 

Figure 17  Se tting Incident Date and Time  

3 . 2 . 1 . 7 . L E A D  A G E N C Y  

Select from the choices under the Lead Agency  drop down menu, shown in 

Figure 18 , to identify the organization responsible for responding to the 

incident.  

 

 

Figure 18  Lead Agency Drop Down Menu  

 

1 The 

System 
Administrat or 
maintains the 
list of 
agencies . 
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3 . 2 . 1 . 8 . R E L A T E D  E V E N T  

To relate an event  already in the system to the incident you are creating, (e.g. 

linking  Bonita Artisan Park Evacuation  (the new incident) to Hurricane Fay  (an 

existing event )) ;  click the Select  link above the  Related Event  field.  The Event  

dialog box will open, as shown in Figure 19 . Select the event that is associated with 

the incident by clicking the event Name  link.  

Relating events  will augmen t situational awareness and assist man agement in 

deciding  whether these incidents are part of an event.  

  

 

Figure 19  Selecting a Related Event  
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3 . 2 . 1 . 9 . S E V E R I T Y  

Select from the choices under the Incident Severity  drop down menu, shown 

in Figure 20 , such as ñRed ï Major ò or ñGray ï Unknown.ò 

 

 

Figure 20  Severity  Drop Down Menu  

 

3 . 2 . 1 . 1 0 . I N C I D E N T  #  

The number in the Incident No . field, shown in Figure 21  is system  

generated . You can modify it by deleting the s ystem generated number and 

keying in a more appropriate number for your jurisdiction, if necessary. For 

example, your agency m ay use other systems that provide case, dispatch or 

incident numbers.  

 

 

Figure 21  Incident Number Field  

 

3 . 2 . 1 . 1 1 . I N I T I A L  S I T U A T I O N  S U M M A R Y  

Use the Initial Situation Summary  field to accurately , but briefly describe 

the incident as it has evolved thus far, as shown in Figure 22 . 

 

 

Figure 22  Initial S ituation Summary Field  
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3.2.2  Completing the Basic Info Tab  

When you are finished  entering the information in the Basic Info  tab , c lick 

the  button in the upper right to enter the form  into the system, thus 

saving your created incident. You may also  choose to enter additi onal 

information by clicking one of the other section tabs, as shown in Figure 23 . 

After any additional information has been entered, you must click the 

 button to save changes into the system.  

Click  on  the  button to make changes to the report at any time.  

 

 

Figure 23  Completing the Basic Info Tab  

 

1 When 

creating an 

Incident 
Report, keep 
the 
information 
as accurate 
and as brief 

as possible.  
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3.3  Additional Info  

Under the Additional Information  tab, you can add supplemental data 

about Casualties  and Infrastructure  as well as Other  info rmation that may  

be important, as shown in Figure 24 . 

 

 

Figure 24  Additional Info Tab  
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3.3.1  Casualties and Infrastructure  

Under  th e Casualties and Infrastructure  section , shown in Figure 25 , the 

following  fields are listed :  

¶ No.  of Fatalities  

¶ No.  of Injuries  

¶ No.  of Evacuations  

¶ Building Damage  

¶ Utilities Damage  
¶ Road Damage  

 

Figure 25  Casualties  and Infrastructure Fields  

 

3.3.2  Other  

The Other  section , shown in Figure 26 , allows you to include more 

information that may be needed depending on the circumstances of the 

incident. Action Plans, Weather I nformation , Supporting A gencies, or contact 

information  can be added here.  

 

 

Figure 26  Other Fields  
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3 . 3 . 2 . 1 . A C T I O N  P L A N  

Attach an Action Plan  by clicking the Select  button to open the dialog box, as 

shown in Figure 27 . 

 

 

Figure 27  Selecting an Action Plan  

 

Click the Name  link to attach a specific plan or plans to the incident. The  

selection in this menu is created in References - Task Template . The 

documentation to create a task template is located in the Configuration 

module . Click the Cancel  button to exit thi s screen.   

 

3 . 3 . 2 . 2 . W E A T H E R  I N F O R M A T I O N  

If weather is a factor in operations, you can copy and paste in the latest 

weather information here (shown in Figure 28 ). Y ou can also include an 

Internet URL such as:  

http://www.erh.noaa.gov/ifps/MapClick.php?CityName=Washington&state=D
C&site=LWX .  

This address will provide the NOAA weather forecast for Washington, DC.  

 

 

Figure 28  Weather Information Field  

http://www.erh.noaa.gov/ifps/MapClick.php?CityName=Washington&state=DC&site=LWX
http://www.erh.noaa.gov/ifps/MapClick.php?CityName=Washington&state=DC&site=LWX
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3 . 3 . 2 . 3 . S U P P O R T I N G  A G E N C I E S  

To identify additional agencies that are responding to the incident, click the 

Select  link to open the Select Agencies  dialog box, as shown in Figure 29 . 

 

 

Figure 29  Selecting Supporting Agencies  

 

Click the checkbox(s) to select the appropriate agency or agencies, scroll 

down to the bottom of the window and click the OK  button. Those agencies 

selected will appear in the Su pporting Agencies field . 

 

3 . 3 . 2 . 4 . C O N T A C T  I N F O R M A T I O N  

Contact Info, shown in Figure 30 , is used to record the Contact Information 

for relevant personnel, such as those on the scene. To add names, phone 

numbers, pager numbe rs, etc., use the common functions of keying in or 
copy ing and pasting .  

 

 

Figure 30  Contact Info Field  
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3 . 3 . 2 . 5 . I C P  E S T A B L I S H E D  

You can click the Yes  or No  radio button to make note of whether or not an 

Incident Command Post (ICP) has be en established by using the ICP 

Established radio buttons. If you click Yes , then the IC P for this incident will 

be reflected  as an Organization/Location  choice when users log into the 
system . 

 

Figure 31  ICP Established F ield  
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3.4  Not ification  

Notification is used to inform other users that they need to view  or take action on a 

report, as shown in Figure 32 . The Notification functionality can be accessed through 
the Notification tab , or in an embedded section in the form . 

 
 

Figure 32  Notification Fields  in Create Mode  

 
This  feature sends messages to an e mail account, pager, phone or Personal 

Digital Assistant (PDA). Email messages can contain either your keyed in m essage or 

the message with the URL link that, when clicked, will bring the recipient to the 

applicationôs login screen and open the report which you sent them. A short message 
without the URL link is sent to other devices.  

 

1  To include 

the URL link 
in the email, 
an (E) must 
appear 
before the 
recipients 

email 
address. 
Without the 
(E), the 
recipient will 
receive the 

email 
message 
without the 
link.  

1  Use 

Notification 
to notify both 

users and 
non -users 
about a 
report in the 
system.  
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3.4.1   Using Notification  

The Notific ation feature is used if you elect to inform other individuals that they need 

to view or take action on a report. Click the Notification  Tab or go to the 
Notification  section within the report to complete the following sections.  

3 . 4 . 1 . 1 . S E N D  N O T I F I C A T I O N  

To use  notification, while in create  or edit  mode, enable the Yes radio button in the 

Send Notification  field . The notification will appear in each of the categories 

selected in  the Personal Profile form notification section.  

If you choose NOT  to use notificatio n, while in create  or edit  mode, enable the No  

radio button in the Send Notification field. The message entered in the report will 

travel with the report and be maintained in the application, but no one will be 

specifically notified.   

3 . 4 . 1 . 2 . M E S S A G E 

Enter a short  message of 140 characters or less in the Message  field (for digital 
devices).  You may copy and paste information from the report into the Message box.  

3 . 4 . 1 . 3 . S E L E C T  R E C I P I E N T S  

Next, select the recipients of the message by using the Individuals  and/or Groups  

link s above the Select Recipients  field.  Populate the Select Recipientôs field by 

clicking the Individual or G roup Name  links  next to the Select Recipients  pane . The 

Select Recipientôs pane will populate with the application users who have completed 

a Personal  Profile form. Select recipients by clicking their Name  link. The individual or 

group selected will appear in the Notification List  pane.  To avoid duplication, the 

application allows selecting a user once. You can deselect a use r f rom the 

Notification List  pane by double clicking the users Name  link. The user will be 

returned to the Select Recipients  pane. To validate message transport, check to 

ensure that the selection has tag lines such as a valid email address (E), or other 

notification information that  resides in their Personal Profile form.  

3 . 4 . 1 . 4 .    O T H E R  E M A I L  A D D R E S S E S 

You can add other addresses that are not already in the system via the Other Email  

addresses  field. Validate that the email address is in the correct address format  

(e.g., ñyou@youragency.govò). Recipients w ho do not have access to the application 

will receive your email message, but will not be a ble to access the application to view 
the  report.   
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3 . 4 . 1 . 5 . C O M P L E T E D  N O T I F I C A T I O N  R E P O R T  

A comp leted Notification report prior to clicking Submit  is shown in Figure 33 . 

 
 

Figure 33  Completed Notification Report  

 

After clicking the Submit  button,  recipients will receive email alerts similar to the 

one in Figure 34 . The email may al so contain a link to the report.  

 
 

Figure 34  Sample E- Mail Alert  

1  The email 

notification 
or targeted 
alert will be 

sent when 
you  click the 
Submit  
button on the 
report you 
are creating 
or updating.  

1  

Distribution 
groups are 
discussed in 
detail in the 

Application 

Administrati
on  class.  

Available 
Individuals or 
Groups . 

 

Email addresses not 
select able from within the 
system . 

 

Individuals or 
Groups 
Selected for 
Notification . 
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In addition to the email alert, u sers will receive ñtarget alertsò when a user is 

selected as a notification recipient for a docu ment AND has checked Targeted Alerts 

as a preferred method of notification on their Personal Profile document. Targeted 
Alerts are discussed in the Module: Common Functions.  

3 . 4 . 1 . 6 . N O T I F I C A T I O N  S T A T U S  

To followup on the status of your Notification, perform the fol lowing:  

Open the  Incident report by clicking the Incident Name  link as shown in Figure 35 . 

Click the Notification Tab as shown in Figure 35 . 

  

Figure 35  Checking the Notification Status  

Check to view  that  a ñYò is in the Send Notification  category a shown in Figure 35 . 

If the Send Notification  category displays an ñNò, the notification was not sent to 

any of the individuals. However, an individual opening the report will be able to read 
the notification message in the report.  
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Click the Targeted Alert Status  button as shown in Figure 36  and a pop up window 
will d isplay the status, as shown in Figure 37 . 

 

Figure 36  Locating Target ed  Alert Status  

 

 

Figure 37  Target ed  Alert Status  window  
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3.5  Attachments & Overlays  

Using the A ttachments & Overlays tab , you can associate any electronically 

formatted information that may  be useful in providing more information  regarding  an 
incident, as shown in Figure 38 .  

 
 

Figure 38  Attachments & Overlays Fields  

 
This information can include maps, plans, video and recorded sounds.  

In this section, we will explore Attachments ; the section regarding Overlays  is 
discussed in the Module: Common Functions Section 3.8.  
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3.5.1  Attach Files  

To add a file to a report, click the Add From File or  Add From Library button (in 

View  mode)  as shown in Figure 39 .  

 

Figure 39  Attachment s Location  

Clicking the Add From File button open s the Attachment s dialog box, as shown in  

Figure 40 . 

 

Figure 40  Attachments From File  window  

1  

Attachments 
can only be 
added in 

View  mode.  

Click  the Add from Library  
button to add a document 
from the system Document 
Library.  

Click the Add from File 
button to add a document 
located in a file.  
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Enter an Optional Description then, click the Browse  button to open the standard 

Choose File  dialog box and navigate to the location where the desired file is stored 

on your computer or file server, as shown in Figure 41 .  

 

Figure 41  Locating a File f or Attachment  

The Report  Attachment with a description and attached file will appear as shown in 

Figure 41 . Click the Submit  button when finished.  

Alternately, clicking the Add From Library button open s the Document Library 

window , as sho wn in  Figure 42 . 

Click the checkbox to select the document you wish to attach and click the 

Select/Attach  button to add the document as shown in Figure 42 . 

 

 

Figure 42  Document  Library window  

 

Local PC or 
network  
files  
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The Document Library  window will immediately close and return you to 

the Basic Info  tab in View  mode.  Click the Attachments  tab to view the 

document Name  link .  

3.5.2  View Attachments  

To view an attached file, click its Name  link (in View  or Update  mode) to open the 

attachment in the software in which the document was published , as shown in Figure 

43 . 

 
 

Figure 43  Opening an Attachment  

 

 

To remove an attachment, click the  Del ete  button next to the Name  link as shown in 

Figure 43 . 

 
1  Deleted 

attachments 
no longer 
appear in the 
form but are 

still available 
in history.  
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3.5.3  Add Web Links  

Links to Web -based resources are added via the Web Pages field (in create  or 

update  mode) as shown in the phased images in  Figure 44 . 

 

Key in the URL entry, separating multiple entries with a comma or line break  in the 

Web Pages  field . 

 

Click the  button to save the information.  

1  The 

Web link 
must be 
start with 
óhttp: //ô. 

1  

Separate 
web URL 

entries 
with a 

comma or 
a line 
brea k.  
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The report will be presented to you with info in the Basic Info  tab. Click the 

Attachme nt  tab and the URL that was entered in the Web Pages  field should be in 

similar format as the picture in the next image.  

 

 

Figure 44  Web Links  

 
 

 




































